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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 0680-5393-002
	sap personnel no: TBD
	sap position number: 50002484
	division: BSO/Purchasing Services
	mcr: 1
	supervisor name: M. Elizabeth Ware
	employee name: Vacant
	percent3: 20%20%
	activity3: DWR forms, procedures, policies, and instructions as necessary.  Independently review, recommend and draft policy changes in the Department Administrative Manual. Independently develop, maintain and revise SAP End User Procedures and Enterprise Process Guides relating to meeting planning services.Serve as Department specialist on Environmentally Preferable Purchasing (EPP) Best Practices in support of the Green Building, and Green California mandates, consistent with State initiatives, to develop awareness throughout DWR and influence reduction in the Department’s carbon footprint including promoting “Green” procurement.  Develop and disseminate promotional materials related to EPP and advise Department staff on EPP Best Practices and purchasing options.  Maintain close contact with Department buyers and purchasing coordinators to provide consultations relating to EPP.  Interact with EPP vendors to obtain product information to develop and maintain useful resource guides.  Attend meetings related to EPP with DGS Procurement Division and other applicable entities. Represent the Department at EPP-related trade shows.  Prepare quarterly Intranet broadcasts on EPP achievements  that support the Green Building and Green California mandates, suggested greening practices, and various additional issues related to procurement.  In a team role, evaluate, develop, and implement Department-wide guidelines, policies and programs to reduce DWR's future carbon footprint.  Support metric development and benchmarking efforts.  Participate in meetings, events, and activities with other divisions within the Department and The California Natural Resources Agency.  Perform independent research and analysis on conservation opportunities that will lead to energy reduction.  Initiate and independently conduct a wide variety of complex special projects relating to climate change.  Communicate changes in law and State policy relating to EPP, and update affected DWR forms, procedures, policies, and any other guidelines or instructions as necessary.  Independently review, recommend and draft policy changes in the Department Administrative Manual.  Independently develop, maintain, and revise SAP End User Procedures and Enterprise Process Guides relating to EPP.Administer the Department’s Recycled Content Product program.  Monitor purchases of goods in 11 RCP categories enterprise-wide and follow up with buyers on a monthly basis to resolve reporting or coding errors.  Independently prepare annual RCP report to CalRecycle.  Provide training on the coding methodology used in SAP purchase orders to correctly categorize the RCP products as required to buyers, requisitioners, and approving officials.  Provide training for purchasing coordinators and buyers to communicate the RCP mandates to help achieve the desired percentages in each of the 11 categories of RCP products and purchasing practices designed to promote the purchase of goods that have been recycled; advocate certain and new RCP product suppliers.  Analyze legislative bills and provide findings to Office Chief and staff.  Interpret and apply new laws, directives, and policies by being aware of their existence and by actively working to implement them.  Oversee the Department’s waste reduction and recycling program and make recommendations to enhance resource efficiency within Departmental business practices.  Consult with and advise management and others on potential impacts of new policy development or changes.  Maintain frequent contact with Departmental staff, other State agencies, and CalRecycle on recycling matters.  Compile the mandated annual SB1016 report.  Plan and oversee annual recycle days at DWR locations Statewide, and participate in the Department of 
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	responsibilites_lead: Off
	IMMEDIATE SUPERVISOR: M. Elizabeth Ware
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: JL
	personnel date: 11/06/2013
	PERCENT OF TIME: 25%
	activity1: POSITION SUMMARYUnder the general direction of the Purchasing Services Chief, the incumbent is responsible for administering the Department’s Statewide American Express Meeting Planner Account and Conference/Meeting Planning function; administering the Department’s Statewide Recycled Content Product program; administering the Department’s Statewide Waste Reduction and Recycling Program; providing consultative, analytical and special project services for the Purchasing Services and Procurement and Contracting Offices in the areas of acquisition management, and policy and procedure development; and performing analytical duties relating to purchasing and materials management, SAP* software training for requisitioners and buyers, and other related work.ESSENTIAL FUNCTIONSThis position requires technical knowledge of State procurement practices and the ability to speak and write effectively; ability to interpret and apply laws, rules, standards, and procedures to communicate requirements and prepare analysis of proposed legislation; and successfully negotiate agreements.  The incumbent must communicate effectively both orally and in writing; exercise a high degree of initiative and independent judgement, work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment.  The specific essential duties are:As a specialist in procurement/inventory management, work to develop, maintain and enhance the business process.  Evaluate and make recommendations on the requirements of competitive bidding and Non-Competitively Bid (Sole Source) purchases, and the special treatment required for the purchase of major assets.  Independently perform complex technical and analytical work associated with one-time acquisitions of up to $500,000 for equipment, materials, and supplies using Leveraged Procurement contracts (Strategically sourced contracts, California Multiple Award Schedules, State Price Schedules, Commodity Contracts, Western State Contracting Alliance, and Master Agreements).  Independently review purchasing documents for acquisitions within the Department's Commodity delegation (up to $100,000, or $250,000 using Small Business provisions 
	percent2: 20%
	activity2: of GC 14838.5) initiated by Headquarters and field locations for completeness and conformance to State and departmental policy and procedure.  Authorize expenditures for purchases within delegated limits.  Source commodities and secure price quotes (RFQs); evaluate and negotiate pricing, freight terms, and delivery schedules; prepare purchasing documents using SAP software, and maintain relationships with suppliers.  Review and edit specifications for equipment (assets); prepare the most complex Purchase Estimates for procurements over the Department's delegation limit of $100,000 requiring bidding by the Department of General Services Procurement Division.  This entails preparation of the estimate and specification package, and coordinating with DGS buyers and DWR end users to ensure the procurement is accomplished expeditiously.  Coordinate and complete Emergency Purchase Requests (Form 42) through the DGS Procurement Division, and assist as purchasing agent for the Department during flood and drought emergencies. Administer the Department’s American Express Meeting Planner Account (AEMPA) program to coordinate conferences, workshops, training events, and business meetings held at sites throughout California. Function as a meeting and event planner to locate, analyze, and negotiate rates and valuated-added services with vendors for space, equipment, and all other amenities associated with conferences, workshops, training events, and business meetings.  Meet and confer with DWR customers to identify and secure the appropriate meeting venue and update them on the scheduling progress.  Independently identify operational problems, analyze alternatives, visit sites (may require driving a vehicle on public roadways), recommend solutions, and resolve complex issues.  Ensure formal written contracts exist with service vendors.  Review complex vendor sales agreements to ensure they are in accordance with the State Contracting Manual, State Administrative Manual, DWR guidelines, various statutes (e.g. Public Contract Code and Government Code), client's needs, and other relevant policies and procedures.  Assemble final DWR and vendor contracts by including correct attachments, terms and conditions, and other required documentation for submission to vendor for signature.  Prepare written sales agreements and authorize charges to the American Express (AE) account.  Receive and review monthly billing statements from AE.  Verify charges from invoices with billing statements and prepare hotel invoice or folio and AE statement for reconciliation and payment by the Division of Fiscal Services’ Payables Office.  Independently coordinate, control, track, and compose detailed end-of-year report on the program including related expenses and cost savings realized for the meetings, conferences, conventions, and training events.  Maintain draft Departmental procedures, forms, and informational or promotional materials relating to the AEMPA program.  Develop and maintain a current list of available conference facilities and facility managers.  Arrange and participate in site tours of rental facilities to collect data and informational brochures.  Attend relevant meetings, e.g. with the DGS Office of Fleet and Asset Management's Statewide Travel Program, American Express, or the Society of Government Meeting Planners, to gain information including best business practices, leads on available and appropriate meeting venues, and develop a network of contacts including other event planners from other State organizations for assistance, advice, and enhancement of DWR’s AEMPA program.  Maintain a high degree of communication with DWR management and staff, control agencies, and peers for the meeting planning function.  Develop, maintain, and revise the Department’s purchasing manual related to meeting planning services.  Communicate changes in law and State policy relating to the AEMPA Program, and update affected 
	percent4: 10%5%
	activity4: Conservation's annual recycling event.  Research recycling vendors for DWR locations; initiate vendor contracts for recycle pick-ups.  Develop procurement and recycling program related documents and reports relating to measurable results for carbon footprint and greenhouse gas emission reductions.  Communicate changes in law, State policy, and CalRecycle requirements and update affected DWR forms, procedures, policies, and any other guidelines or instructions as necessary.  To ensure DWR compliance, independently review, recommend, and draft Department Administrative Manual policy changes relating to waste reduction, recycling, and the Recycle Content Program, by interpreting statutory and regulatory changes and and working through appropriate channels to secure Director's Office approval.  Independently develop, maintain, and revise SAP End User Procedures and Enterprise Process Guides relating to waste reduction, recycling, and the Recycle Content Program.  Develop and maintain a variety of tracking methods and information records using spreadsheets, databases, and word processing applications.  Initiate and conduct a wide variety of complex special projects relating to procurement that affect policy and procedure within Purchasing Services.  Provide analytical expertise and attend meetings related to such initiatives as Performance Reviews; DGS-Procurement Division; provide performance metric development.  Draft memoranda and correspondence.  Prepare training material and PowerPoint presentations and act as co-trainer for the Department's procurement courses.Coordinate with management, staff, and the Division of Technology Services on SAP software upgrades related to Logistics business processes and recycling, e.g. Patch Testing software; preparing technical specifications for custom SAP reports; and creating and maintaining PS's web site content.  Monitor usefulness and effectiveness, contribute ideas, update and provide new materials or samples as appropriate, and review and provide input on new developments and enhancements to the website and custom SAP reports.  OTHER RESPONSIBILITIES:This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Public Affairs Office during Director and Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	percent5: 
	activity5: KNOWLEDGE, SKILLS AND ABILITIESKnowledge of:- A thorough understanding and working knowledge of Section 3500 of the State Administrative  Manual, State Contracting Manual Volume 2, and relevant sections of the Department  Administrative Manual, Government Code, and business law.- Analysis and statistical methods- Principles of verbal and written expression- Principles of State government processes in relation to acquisition, procurement, and contract   management issues- Principles and practices of policy and procedure formation, performance metrics, and training- Departmental and State procurement policies and procedures- Personal computers and standard Microsoft Office Suite software including word processing,  spreadsheets, presentation software (for training classes), and record keeping- General use of printers, copiers, telephones, fax machines, Internet, and electronic mailAbility to:- Apply requirements of the Small Business and Disabled Veteran Business Enterprise Program to  all procurements and must understand procurement payment options and industry practices.  - Develop logical conclusions and recommend appropriate action- Originate and develop new solutions- Work cooperatively with others including DWR managers, supervisors, staff, American Express   representatives, State agency recycling representatives, and vendors - Be willing to assume responsibility- Inspire confidence and trust- Apply Completed Staff Work methodology to all tasks assigned- Read, understand, and follow written instructions and procedures- Analyze data and draw sound conclusions- Present ideas and information effectively, both orally and in writing - Apply Departmental and State procurement policies and proceduresSkills to:- Interact with various levels of staff and management in a professional and courteous manner- Interpret and apply procurement and contracting statutes and regulations (i.e. the Public Contract  Code and Government Code), and State administrative processes and policies found in the State  Administrative Manual and State Contracting Manual- Speak before groups for the purpose of providing information- Conduct meetings- Explain rules and Departmental procedures and policies to others
	percent6: 
	activity6: SPECIAL REQUIREMENTSSuccessful completion of the Cal-PCA Basic Acquisition Certificate Program will be required.  May require periodic statewide travel to conduct training or attend meetings.  May require night and weekend assignments.  Must possess a valid California Drivers License.


